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REGISTRATION GUIDE: City of Arlington Supplier Portal

From the portal:

e Click REGISTER

Login/Register Supplier Portal Links
Login The Supplier Portal facilitates the exchange of information
Forgot User Name? between a buying organization and its suppliers. Benefits Goods & Services M

of the application include: CoA Bid Opportunit
City Terms & Condil

Self-service supplier registration and account Texas CMBL (Find M

Events
Browse Open Events maintenance
Adobe Reader Dow

Support for multiple commodity codes per supplier
and contact

Improved communication via messages, including
support of electronic attachments

Search Events

Document upload capability Announcements

Enables data to be accessible in one location
———

SECTION 1: TERMS and CONDITIONS

e  Read the terms of registration.
e If you choose to continue, click ACCEPT TERMS AND CONDITIONS

e Click CONTINUE

Read the Terms and Conditions for doing business with this erganization, To proceed with registration, you must accept the Terms and Conditions.

Folawing & Requirad Reading

Notice to Bidders: It is the responsibility of all potential bidders to chack this web site regulady and obtain all addenda that may be
t5ued £0 bid spacifications, The City of Arlington is nok liable for @y Computer or software malfunctions which may reésut in non-
notifications, The City of afington i net responsible for direct distribution of addenda posted on the wab site ta 3l vanders wha dasia
to =ubmit a proposal. Acknowledgement of addenda shal be made in the bidding proceas.

Pursuant to the Canard Statutes of tha Stata of Texas, prapasalks for tha Following itams or projects are imvitad and will be received by
City of Arington unbl the Bid Dpening data and closing tima [CST) as kstad. This kst sanss as a public notice adwartisement for Bids and
Raquest for Proposals, Bid documants and specifications are available through the electronic bidding websita knk balow or at the Ciky of
arington kCations liscad in &a2h bid packet ndividusly:

Tha Ciky of Arlngton reserves the rght be rajact any ar all propesals.

Biddars must comply with nondiscrimnation proviskns.

The City & an agual opportunity agency and nwtes small, Mnonty &Nd woman- cwnad SUpEers o bid,

Vendors should nat fill ardars far the Sy of Adingoan withaut Frst recaving a signed Purchase Order ar valid pracurement card number

I© #* Accept Tenre and Conditions

SECTION 2: CONTACT INFORMATION

Supplier Registration - Contact Information

Contact Information

Enter the login and primary contact information for your business. User IDs and passwords are case sensitive and space sensitiv

Commodity Cod

ompany Inf

Become A Supplier - Create An Account
*= User Name
* password
= Confirm Password
Enter Information About Yourself
Title
= Given Name ( First )

* Family Name ( Last )

= Phone Number Ext (international prefix, phone number, extension)
Fax Number Ext (international prefix, fax number, extension)
= Email Address ¥  Receive Email Notification

Don't have an email address? Create one here: Create Email Address

* = Reaquired
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REGISTRATION GUIDE: City of Arlington Supplier Portal

e NOTE: All fields flagged with an asterisk (*) are required!
e  (Create your Login User Name
O Note: This is case/space sensitive
e Create your Password
O Note: This is case/space sensitive
0 Minimum length: 8 positions
O Must contain at least one (1) upper case alpha character
O Must contain at least one (1) numeric character
0 Cannot contain more than two repeating characters
e Enter information about yourself, as the primary contact for your company. Required fields:
0 First Name/Last Name
0 Phone Number
0 Email Address
= |fyou do not have an email address, click on Create Email Address to create one.
e Click CONTINUE

SECTION 3: COMPANY INFORMATION

Supplier Registration - Company Information

Terms And Condibons Contact Informabon _. Company rma o Diversity 2 Questions. Commodity Codes 3 Frowy Notificabions

EVter your compay information,

Company Information

= Compary Nama Coing Businacs As
Dun And Braderrest Buginess Type b
" Tax Id Type b * Tax [d
Website

Address Information
ROt o namg and addrocc
Ramit Ta First Mama
Remit Te Last Mame

Mailing addrass r Chack IT Ramit Ta addrecs = The Same 45 Maling address
* Address Line 1 Addrass Line 1
address Line 2 Addrags Line 2
addres= Line Address Line 3
Address Ling 4 Addrass Line 4
* City City
* Stats Province . State Prowince "
® Postal Code Prosta Coda
County County
* Country . Country
* = Required

e NOTE: All fields flagged with an asterisk (*) are required!
e Enter all information about your company. Required fields are:
Company Name City State
Tax ID Type Tax ID number  Postal Code (Zip)
e Click CONTINUE
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REGISTRATION GUIDE: City of Arlington Supplier Portal

SECTION 4: DIVERSITY CODES

o To select the Diversity Code for which you are certified, click the button labeled ADD.
e The system will open a list of available codes.

Select the diversity codes For which your busieess is certified.

[ Syrersity Codes
L i

Mo data avaiksbie

Avallable Diversity Codes

. Search

Ciivesrsity Cods Descrgtan

thue=

A1 HATIVE AMERICAR

r as ASEAN

r AN ASLAN - WOMEN DWHED

r BL BL AT

I =10 BLACK - WOMEM CWHED

[ HI HISPAMIC

— H HISEFAMNEIC - WWORMEN O%WWNED

[ Ha NOT APPLICARLE

r My HESTIVE AaMERICARN - WWOMER QWHED
r wa WOMEN DAWHED

e To select the code, click in the box to the left of the Code(s);
0 If none apply, please click NA- NOT APPLICABLE.
e  After choosing, click ATTACH TO CONTACT (button in the upper left hand corner of the form).
e The system will return you to the Selected Diversity Codes form where you can view any previously
selected diversity codes. Any verification certificates can also be uploaded at this time.
e  Click CONTINUE

SECTION 5: QUESTIONS

e Answer any questions in this section.
e  Click CONTINUE to proceed.

SECTION 6: COMMODITY CODES

e Click on ADD to select the Commodity Code(s) for which your firm would like to receive future bid
notifications.

Select the commodity code(s) for which yous want to get futuns bid notifications.
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REGISTRATION GUIDE: City of Arlington Supplier Portal

e The system will open a list of available codes from which to select.
O You must select at least once commodity code to receive future notifications.
0 Use NEXT/PREVIOUS to navigate the available codes.
0 Choose how many codes display at one time by choosing the page size (lower right).
0 Use the SEARCH function at the top of the page to locate codes by keyword or description.
= Todisplay codes with a description including a specific keyword, enter only that word.
= Example: office

Available Commodity Codes

Advanced Search
Commodity Search

Cancel

005 ABRASIVES

010 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES

015 ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MAC
019 AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELOMNS, NUT
020 AGRICULTURAL EQUIPMENT, IMPLEMENTS, AND ACCESSORIES (SEE CL
022 AGRICULTURAL EQUIPMENT AND IMPLEMEMNT PARTS

025 AIR COMPRESSORS AND ACCESSORIES

031 AIR COMDITIONING, HEATING, AND VENTILATING EQUIPMENT, PARTS
035 AIRCRAFT AND AIRPORT EQUIPMENT, PARTS, AND SUPPLIES

037 AMUSEMENT, DECORATIONS, ENTERTAINMENT, GIFTS, TOYS, ETC.

_|_|_|—I_|_\_|_\_|_|i

| | MNextPage | LastPage Page size:@

e Toselect the code, click the box to the left of the code(s) and then click ATTACH TO CONTACT.

e  The system will return you to the Selected Commodity Codes form where you can view any previously
selected commodity codes.

e At any time you can return and select additional codes by returning to this form and clicking ADD.

Helpful Hint: To view the guide in book form, visit: http://www.window.state.tx.us/procurement/com book/index.html

e  When finished choosing Commodity Codes, click CONTINUE to proceed.

SECTION 7: PROXY NOTIFICATIONS

A “proxy” is another contact within your firm, company, or organization that needs to receive the same
notification you do. This is a critical back-up for your company when bid notification occurs and it is highly
recommended that you set-up another contact within your organization to receive notices.

e To set up a proxy user to receive notification, click the ADD button.

Supplier Registration - Proxy Notifications

> Commodity Codes

Terms And Conditions

Entar contacts that will ba notified of event updates, but canmot take action on those svents and do mot lave a separate USer name and password .

"> Contact Information » Company Information -
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REGISTRATION GUIDE: City of Arlington Supplier Portal

= The system will open the page for you to enter the proxy information.

LAWS@N Supplier Portal

Proxy Notification - Proxy Motifications

Enter contacts that will be notified of event updates, but cannot take action on those events and do net have a separate user name and passwoerd.

= Ghven Name { First ) |
* Famiy Hame { Last |
* Emai address

V| Receive Emal Natification

“ = Raguired

= All fields are required.

= When finished, click CONTINUE.

= The system will return you to the Selected Proxy Notification Screen form where you can view the proxys
you have added.

= You can continue to add proxys by repeating the steps in this section.

COMPLETING REGISTRATION

LAWS@N su pplier Portal

Supplier Registration - Proxy Notifications

Status

Registration stofus: Complate
Congratulsbions! ¥our accownt has bean sef up and' you will now receive emall nodifications of events related [o the commodity codes for wivch you registered, You can
raspand to those svents through this s t

B

= You have successfully entered your company’s information in the City of Arlington’s database.
= Click DONE to send the information to our servers.
0 NOTE: Your information will be validated by City staff and upon verification of registration fee
through the City’s online store; your profile will be activated.

To pay the registration fee and activate your profile, return to the main login page and click on:
PAY REGISTRATION FEE.

= You will be transferred to the City’s Online Store, where you can make your payment. Within 24-
48 hours of payment verification, your profile will be active.

= After adding the Registration Fee to your cart, click on My Account to fill in payment information.

= After filling in payment information, click on View Cart/Checkout to complete payment.

It is our distinct pleasure to serve you in the creation of this tracking and notification database. If you have
any questions or need assistance, send us an email at purch@arlingtontx.gov and in the subject line type:
REQUEST REGISTRATION ASSISTANCE.
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